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Advanced Excel 


About the Tutorial 


Advanced Excel is a comprehensive tutorial that provides a good insight into the latest 
and advanced features available in Microsoft Excel 2013. It has plenty of screenshots that 
explain how to use a particular feature, in a step-by-step manner. 


Audience 


This tutorial has been designed for all those readers who depend heavily on MS-Excel to 
prepare charts, tables, and professional reports that involve complex data. It will help all 
those readers who use MS-Excel regularly to analyze data. 


Prereguisites 


The readers of this tutorial are expected to have a good prior understanding of the basic 
features available in Microsoft Excel. 


Copyright & Disclaimer 


© Copyright 2015 by Tutorials Point (I) Pvt. Ltd. 


All the content and graphics published in this e-book are the property of Tutorials Point (1) 
Pvt. Ltd. The user of this e-book is prohibited to reuse, retain, copy, distribute or republish 
any contents or a part of contents of this e-book in any manner without written consent 
of the publisher. 


We strive to update the contents of our website and tutorials as timely and as precisely as 
possible, however, the contents may contain inaccuracies or errors. Tutorials Point (1) Pvt. 
Ltd. provides no guarantee regarding the accuracy, timeliness or completeness of our 
website or its contents including this tutorial. If you discover any errors on our website or 
in this tutorial, please notify us at contact@tutorialspoint.com 
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Part 1: Excel New Features 


Ge oriatepoine 


1. EXCEL- CHART RECOMMENDATIONS 


Change in Charts Group 


The Charts Group on the Ribbon in MS Excel 2013 looks as follows: 


= iy Z-X- „ja 
1? W- i ri Lë 


Recommended e PivotChart 


Charts Dv L x 


Charts Ta 


You can observe that: 
e The subgroups are clubbed together. 
e Anew option ‘Recommended Charts’ is added. 
Let us create a chart. Follow the steps given below. 
Step 1: Select the data for which you want to create a chart. 


Step 2: Click on the Insert Column Chart icon as shown below. 
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Insert Column Chart 


When you click on the Insert Column chart, types of 2-D Column Charts, and 3-D Column 
Charts are displayed. You can also see the option of More Column Charts. 


Step 3: If you are sure of which chart you have to use, you can choose a Chart and proceed. 


If you find that the one you pick is not working well for your data, the new Recommended 
Charts command on the Insert tab helps you to create a chart guickly that is just right for 
your data. 
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Recommended Charts 


di- = 
a 
` A 


Chart Recommendations 


Let us see the options available under this heading. (use another word for heading) 
Step 1: Select the Data from the worksheet. 
Step 2: Click on Recommended Charts. 


The following window displaying the charts that suit your data will be displayed. 
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Insert Chart 


Recommended Charts All Charts 


^ Clustered Column 
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Chart Title 
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MClasics MMystery m Romance MSc-FA£ Fantasy MYoung Adult 


A clustered column chart is used to compare values across a few categories. 


Use it when the order of categories is not important. 


< 


=- H ha Sak 


Step 3: As you browse through the Recommended Charts, you will see the preview on the 


right side. 
Step 4: If you find the chart you like, click on it. 


Step 5: Click on the OK button. If you do not see a chart you like, click on All Charts to see 


all the available chart types. 
Step 6: The chart will be displayed in your worksheet. 
Step 7: Give a Title to the chart. 
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$78,970 

$24,236 

Sci-Fi & Fantasy $16,730 

6 Young Adult 35,358 
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2.685, 


$16,326 
$48,640 
$79,022 
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$49,985 
$71,009 
$11,355 

16,065 


Fine Tune Charts Quickly 


$26,134 
$73,428 
$81,474 
$17,686 

1,388, 
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DESIGN 


Fiction Book Sales — Chart Title 


Click on the Chart. Three Buttons appear next to the upper-right corner of the chart. They 


are: 


e Chart Elements 


e Chart Styles and Colors, and 
e Chart Filters 


You can use these buttons- 


e To add chart elements like axis titles or data labels 


e To customize the look of the chart, or 


e To change the data that’s shown in the chart 
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+ — Chart Elements 
Sm Chart Styles and Colors 
y + Chart Filters 


Select / De-select Chart Elements 


Step 1: Click on the Chart. Three Buttons will appear at the upper-right corner of the chart. 


Step 2: Click on the first button Chart Elements. A list of chart elements will be displayed 
under the Chart Elements option. 


CHART ELEMENTS 
“| Axes 

Axis Titles 
Chart Title 
Data Labels 
Data Table 


$140,000 


$120,000 


$100,000 


$80,000 


Error Bars 

900,000 Gridlines 

$40,000 Legend 

$20,000 | | | | | Trendline 
o hl rh vlt lun chu 


2008 2009 2010 2011 2012 


m Classics ¡Mystery mRomance mSciFi2 Fantasy m Young Adult 
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Step 3: Select / De-select Chart Elements from the given List. Only the selected chart 
elements will be displayed on the Chart. 


3 +] 
$10,017 $26,134) Fiction Book Sal 148 CHART ELEMENTS 
$73,428) A hve 
SAM) 
Fi & Fantasy $16,730 $19,730 $12,109 $11,355 $17,686| 


cojas | mm ; T T $21,388) mg | T|| Dombas Selected 
Ay il al dl, A. ill er Chart Elements 


Format Style 


Step 1: Click on the Chart. Three Buttons will appear at the upper-right corner of the chart. 


Step 2: Click on the second button Chart Styles. A small window opens with different options 
of STYLE and COLOR as shown in the image given below. 


Step 3: Click on STYLE. Different options of Style will be displayed. 
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K 


| RE uhkat 
"Il ul | || i d H hu 


inl il I Ua 


ill 


Step 4: Scroll down the gallery. The live preview will show you how your chart data will look 
with the currently selected style. 


Step 5: Choose the Style option you want. The Chart will be displayed with the selected Style 
as shown in the image given below. 


14 


E S tutorialspoint 


MPLYEASYLEARNING 


Advanced Excel 


d ( t f 
Genre 200 D 2009 Dan En Baw D 
Classics $18,580 $49,225 $16,126 $10,017 $26,134 FICTION BODK SALES 


Mystery $78,970 $82,262 $48,640 $49,985 $73,428 
4 Romance $24,236 $131,390 $79,022 $71,009 $81,474 

Safi & Fantasy $16,700 $19,710 $12,109 $11,155 $17,686 
6 Young Adult 358 685 893 16,065, 1 


Chart with 
—— 
Selected Style 


dh lal {i laut Iliri 


Format Color 


Step 1: Click on the Chart. Three Buttons will appear at the upper-right corner of the chart. 
Step 2: Click on Chart Styles. The STYLE and COLOR window will be displayed. 
Step 3: Click on the COLOR tab. Different Color Schemes will be displayed. 


Fiction Book Sales 


+ 
sc oo —+— COLOR 


C oben thd - 


o 
o 
© 000 
e e Wi III 
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ge 


Mann Tu emie 
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Step 4: Scroll down the options. The live preview will show you how your chart data will look 
with the currently selected color scheme. 


Step 5: Pick the color scheme you want. Your Chart will be displayed with the selected Style 
and Color scheme as shown in the image given below. 


Classics $18,580 $49,225 $16,326 $10,017 $26,134 


Fiction Book Sales 


Mystery $78,970 $82,262 $43,640 $49,985 $73,428 

Romance $24,236 $131,390 $79,022 $71,009 $81,474 . 

TTK EKT SELI EET EET Chart with Selected 
6 Young Adult 35,358 $42,685 „893 $16,065 $21,388, 


COLOR Scheme 
a 


» DARU || all Bag ull 


You can change color schemes from Page Layout Tab also. 
Step 1: Click the tab Page Layout. 
Step 2: Click on the Colors button. 


Step 3: Pick the color scheme you like. You can also customize the Colors and have your own 
color scheme. 


Filter Data being displayed on the Chart 


Chart Filters are used to edit the data points and names that are visible on the chart being 
displayed, dynamically. 


Step 1: Click on the Chart. Three Buttons will appear at the upper-right corner of the chart. 


Step 2: Click on the third button Chart Filters as shown in the image. 
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Fiction Book Sales 


VALUES NAMES —> Chart Filters 
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Y. E Mystery 
inl fie Mall = eg Blut Z W Romance 
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Select AN 
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À Mystery 
$20,000 
Mol ACRON a all „Han ACR B Romance 
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4 CATEGORIES ae, Data 
(Select All Categories 
011 
Book Sales (3 Fiction Book Sales (4 + 4 


17 


tutorialspoint 


SIMPLYEASYLEARNING 


Advanced Excel 


Step 4: Select / De-select the options given under Series and Categories. The chart changes 
dynamically. 


Step 5: After, you decide on the final Series and Categories, click on Apply. You can see that 
the chart is displayed with the selected data. 


| ms | HOME INSERT PAGELAYOUT FORMULAS) DATA REON VIEW St  POWERBWOT  DESGN FORMAT Ramana Varanasi > PON 
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8 Ė 0 E F 
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E — 
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| Selected VALUES > MOON abel atom Beni 
= 2009 2010 2011 2012 y 
4 
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2. EXCEL—FORMAT CHARTS 


The Format pane is a new entry in Excel 2013. It provides advanced formatting options in 
clean, shiny, new task panes and it is quite handy too. 


Step 1: Click on the Chart. 
Step 2: Select the chart element (e.g., data series, axes, or titles). 
Step 3: Right-click the chart element. 


Step 4: Click Format <chart element>. The new Format pane appears with options that 
are tailored for the selected chart element. 


Format Axis 


Step 1: Select the chart axis. 


Step 2: Right-click the chart axis. 


Step 3: Click Format Axis. The Format Axis task pane appears as shown in the image 
below. 
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FORMAT 
Y 
+s 
Selection Align 
Pane 


Arrange 


Y 


2012 


ri famasy @ Van Ap 


Format Axis 


ee 


You can move or resize the task pane by clicking on the Task Pane Options to make working 


with it easier. 


Fiction Book Sales 


ul | J. L dl 


xa 


bOna sery gtomeer gott Iran along ia 


The small icons at the top of the pane are for more options. 
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INSERT PAGE LAYOUT FORMULAS D REVIEW ne INQUIRE POWERPIVOT DESIGN FORMAT Ramana Varanas + JON 
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Step 4: Click on Axis Options. 


21 


S tutorialspoint 


SIMPLYEASYLEARNING 


$16,326 

$82,262 $48,000 
$131,390 $79,022 
$19,730 $12,109 
as 2 


Fiction Book Sales 


$10,017 
$49,985 
$71,009 
$11,355 

6,065 


$26,134 
$73,428 
$81,474 
$17,606 
1,31 


Advanced Excel 


Fiction Book Sales AXISOPTIONS + TOA 


» a pa 
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xoa a 201 7011 201 
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+ AGS OPTIONS 
Axis Options 


Ann Type 


THK MARKS 


Step 5: Select the required Axis Options. If you click on a different chart element, you will 
see that the task pane automatically updates to the new chart element. 


Step 6: Select the Chart Title. 


$16,326 

262 544,640 
$131,390 son 
$19,739 $12,109 


$30,017 
549,385 
$71005 
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$81474 
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Format Chart Title Pane 


Chart Title 


Fictior P TINE OPTIONS + 


SV 


Format Chart Title 


Step 7: Select the required options for the Title. You can format all the Chart Elements using 
the Format Task Pane as explained for Format Axis and Format Chart Title. 
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Provision for Combo Charts 


There is a new button for combo charts in Excel 2013. 


The following steps will show how to make a combo chart. 
Step 1: Select the Data. 


Step 2: Click on Combo Charts. As you scroll on the available Combo Charts, you will see 
the live preview of the chart. In addition, Excel displays guidance on the usage of that 
particular type of Combo Chart as shown in the image given below. 


sua 3 se ss PA Guidance on use 
P" of Combo Charts 


ra "we 
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Step 3: Select a Combo Chart in the way you want the data to be displayed. The Combo 
Chart will be displayed. 


> Excel2013_Charts_Practice.xlsx - Excel CHART TOOLS 20- ax 
HOME | INSERT PAGELAYOUT FORMULAS DATA REVIEW VIEW INQUIRE POWERPIVOT DESIGN FORMAT Ramana Varanasi + 


+ Q Symbol 


PivotTable Recommended Table Pictures Online B My Apps P Powe ne Column Win/ Slicer Timeline Hyperlink Text Header — 
PivotTables Pictures +” oss Box 8t Footer 


Tables Ilustrations Apps Reports Sparklines Filters Links Text Symbols 


Chart3 ~ f 


A B ë D E F 
[Genre Bin Ba Mær Mon Bo E 
Classics $18,580 $49,225 $16,326 $10,017 $26,134 
Mystery $78,970 $82,262 $48,640 $49,985 $73,428 
Romance $24,236 $131,390 $79,022 $71,009 $81,474 $140,000 
Sci-Fi & Fantasy $16,730 $19,730 $12,109 $11,355 $17,686 $120,000 
Young Adult | $35,358 $42,685 $20,893 $16,065 $21,388) $100,000 
$80,000 
$60,000 
$40,000 
$20,000 
so 


Chart Title 


Classics Mystery Romance | ScHFi& ` Young Aduk 
Fantasy 


mm 2003 ` vn 2009 mmm 2010 ——2011 —20i2 
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3. EXCEL- CHART DESIGN 


Ribbon of Chart Tools 


When you click on your Chart, the CHART TOOLS tab, comprising of the 
DESIGN and FORMAT tabs is introduced on the ribbon. 


Step 1: Click on the Chart. CHART TOOLS with the DESIGN and FORMAT tabs will be 
displayed on the ribbon. 


Excel2013 Charts Practicendsx - Excel CHART TOOLS 70-68: 
INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW INQUIRE POWERPIVOT DESIGN FORMAT Ramana Varanasi = Pp 
| nh Ed a a E B A |T Eton 
> = y- Osymbai 
s couma TS neine Hypoink Tet Header Z7 PIM 
oss Box & Footer 
Filters Links Text Symbols 


Fiction Book Sales 


$60,000 o 
$40,000 o i | ] 
$20,000 o 
ar hl du da Eu 


2010 2011 2012 


ads Mystery mRomence gitt Fantasy mYoungAdur 


Let us understand the functions of the DESIGN tab. 
Step 1: Click on the chart. 
Step 2: Click on the DESIGN tab. The Ribbon now displays all the options of Chart Design. 
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Chart Design Options 


me! jų 


+ 


ALL 


The first button on the ribbon is the Add Chart Element, which is the same as the Chart 
Elements, given at the upper right corner of the Charts as shown below. 
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End of ebook preview 
If you liked what you saw... 
Buy it from our store @ https://store.tutorialspoint.com 
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